TRI-MEweb Reference Guide 3

How to Add TRI-MEweb and Add a Facility Profile to an Existing Preparer's CDX User Account.
Instructions for preparers who have an existing CDX user account but need to add TRI-
MEweb

Role: Preparer — Person who will be preparing TRI forms for submission but is not authorized to certify.

Prerequisite: If you previously registered for a Central Data Exchange (CDX) account and you do not see the
“TRI-MEweb” link (Figure 1) in your MyCDX page, you may use your existing CDX user account to add the TRI-

MEweb application.
Need: Access key and TRI Facility Identification Designator (TRIFID) assigned to your facility’s location.

Instructions on how to add the TRI-MEweb application in your existing CDX user account.

1. Go to http://cdx.epa.gov to open your CDX user account.

2. Log in using your CDX user name and password.
a. If you forgot your password, please contact the CDX Help desk (888) 890-1995 to reset it.
3. If you have not already done so, you will need to complete the three new CDX security questions, and click “Save User

Information.”
a. NOTE: Please document your answers as they will allow you to reset your password if you are ever locked out.

4. Upon a successful login, your "MyCDX" page will appear. See Figure 1.
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Figure 1: MyCDX user account without TRI-MEweb application or role assigned to it.

5. On the "My CDX" page, click the "Add Program Service" button. See arrow in Figure 1
6. Enter “TRI”, “TRI-MEweb”, “EPCRA 313" or other TRI related keywords in the search field; and
7. Click the "TRIMEweb: Toxic Release Inventory Made Easy Web" link (as shown in Figure 2).
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Figure 2: Adding TRI-MEweb to your CDX user account.

On the "Request Role Access" step, select the "Preparer" Role from the dropdown menu. Click "Request Role Access".

9. On the "Organization Information" step you can either select a Current Organization from the drop down or Request to Add
an Organization which will allow you to search for and add an organization. Click "Submit Request for Access".

10. You will be returned to the MyCDX page where you will be able to launch TRI-MEweb. See Figure 3.
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Figure 3: TRI-MEweb service ready to be accessed.

Instructions on how to assign facilities to a Preparer’s CDX user account.

Did you know? . . T . . .
11. Click on the "TRI-MEweb" link to open the TRI-MEweb application in your Web browser. To continue, select the option that applies to
The preparer you:
cannot certify any a. Option 1: Has your location reported to TRI in previous years? If your answer is yes, go to Step 12, otherwise, if your

TRI forms. answer is no, answer the next question.

H_ovyever, a b. Option 2: Are you uncertain if your location has ever reported to TRI in previous years? If your answer is yes, go to
certifying official . . . . . . ‘
A step 17. If your location have reported in prior years, you will need to find your assigned TRIFID. Call CDX helpdesk for assistance

tasks; prepare and in finding your assigned TRIFID.
certify forms.
Option 1: Instructions for gaining access to an existing facility profile in TRI-MEweb.

12. You have successfully opened the TRI-MEweb application from CDX. You are now ready to establish access to an existing facility data
profile.

a. Note: TRI preparers may gain access to an existing facility in TRI-MEweb by obtaining the facility’s access key. Access keys can be
obtained by calling the CDX Helpdesk at (888) 890-1995. EPA may also send the access key to the facility’s technical contact in an
email from CDX just before the updated TRI-MEweb application is released each year. Upon adding the facility in TRI-MEweb, the
preparer may edit facility information, prepare chemical forms, or view the facility’s submission history.

13. From the "Welcome" page, click the +Access/Add Facility button listed in option 3. See Figure 4.
a. Note: You can also access and/or add facilities from the "My Facilities" tab located at the top of TRI-MEweb.
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Figure 4: Welcome page with +Access/Add Facility button.

14. Next, select the radio button beside Option 2 and enter your facility’s access key in the Access Key field on the "Enter Facility’s
Access Information" page as shown in Figure 5. Then, click the Next button.
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15. Next, select the appropriate radio button as shown in Figure 6. If the facility information shown is correct, choose the Yes radio button.

a. Note: If the facility information shown does not correspond to your facility, choose the No radio button. Then, click the Next
button. If needed, call the CDX Helpdesk for assistance to obtain your correct access key.

@ Confirm Facility

You have entered valid information for the following TRI facility:

TRIFID: 7&7TWNWFCL123TE
Facility Name: MNew Facility
Address: 123 Testln
Houston, TX 78772

Is this the correct facility? Make a selection below, and click Next.

(%) Yes, this is the correct facility
() No, this is not the correct facility

€ Back Index Next =

Helpful Links: USEPA Home | _RII
Figure 6: Confirm Facility information is correct.

16. If you specified that the facility’s information was correct, you will be directed to the "Access Granted" page as shown in Figure 7.
You have now been granted access to the facility and may begin editing facility information, preparing chemical forms, or viewing
submission history. You may also add a new certifying official or preparer to access your facility profile.
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Figure 7: If access is granted to your existing facility profile, as the preparer, you will be able to see who has access to your
account in the table shown here.

Option 2: Instructions for creating a new facility profile in TRI-MEweb.

17. From the "Welcome" page, click the +Access/Add Facility button listed in option 3. See Figure 8.
a. Note: You can also access and or add facilities from the "My Facilities" tab located at the top of TRI-MEweb.
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Figure 8: Welcome page with +Access/Add Facility button.

18. Next, select the radio button beside the third option on the "Enter Facility’s Access Information” page as shown in Figure 9. Then,
click the Next button.
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Figure 9: Select option 3 if you are uncertain if your facility has reported in prior years or do not have their access key.

19. Next, enter your facility’s information on the "Request a TRIFID" page as shown in Figure 10. Then, click the Next button.
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® Requesta TRIFID

New Faclities; Change of Address

Step 1. If your facility has submitted a Form R or Form A in any prior reporting year, a TRI Facility Identification Number (TRIFID) has already been assigned to your fi
facility's TRIFID, please contact the CDX Help Desk toll free at 1-888-890-1995 (or via e-mail- helpdesk@epacdxnet), your Regional TRI Program representative, or utili
The TRIFID is established when the first TRI report is submitted by a facility at a particular location. The TRIFID is then retained by the facility even if the facility chang
that moves to a location previously assigned a TRIFID should use the TRIFID originally assigned to that location. Establishments of a facility that report separately shi
TRIFID below if 1) this is the first time your facility has ever reported to TRI or 2) there has been a change in physical address (i.e., street address) at your facility.

To request a TRIFID. first enter your facility name and location information below and click Next.

Facility Name: |A New Facility

Address: [123 sireet |

ciy: state: apcods [srre |||
County:

Federal Facility? []

€ Back Index Next
Helpful Links: USEPA Home | TRIProgram Home | Reporting Forms and Instructions |

Figure 10: Enter your facility information to obtain a new TRI Identification Designator (TRFID) for your location.

20. Next, verify that your facility does not already exist in TRI-MEweb by reviewing the list of facilities that may be presented on the
"Confirm New TRIFID Request" page as shown in Figure 11.
Note: If the information entered for your facility have already been created for locations with similar addresses and matching ZIP

Codes a table will display at the bottom of the page and list the similar facilities. See Figure 12.

b. If the correct facility is already listed, select it and click Next. You will be returned to the "Enter Facility's Access Information”
page where you will need to enter the Technical Contact’'s name and phone number as it was reported on a prior year's TRl Form

for the corresponding facility as shown in Figure 13. Then, click the Next button.
c. Next, confirm the facility’s information and click the Next button.

a.
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Figure 11: Verify that a TRIFID doesn’t already exist for your facility location (facility names can be edited later).

Confirm New TRIFID Request
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Figure 13: Enter the Technical Contact name and phone number from your prior year TRI form to load your facility profile
into TRI-MEweb.
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Begin
preparing your
TRI Forms!

21. You should now be on the "Access Granted" page where you have been granted access to the facility profile and may begin
preparing chemical forms. See Figure 14. You are ready to begin your TRI forms!

@ Access Granted
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Figure 14: Verify TRI-MEweb has crééfed your écéésg ké); ana T'I?-IFID. Please print and save for future use.
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